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-APPLICATION FOR RECORDS DISPOSITION STANDARD 
I 

3 .  1)e1jt , Dwsooti. Sulxlivision 8 Administering Offtce Addl;ass 

F i n a n c e  & A d m i n i s t r a t i o n  ! 

2 2 0 0  P e a c h t r e e  Summit 
401  W .  P e a c h t r e e  S t r e e t ,  N.E. 
A t l a n t a ,  Georg ia  30308 

! FOR RECORDS MANAGEMENT DIVISION USE 

r@@' - 2-i$?Gn 78-25bNOV - 7 1978 
I Date Receiwed Application No. Date Completed 

1. Application 2. Dept. Application No. 

I---- ~ 

4. Person to Contacl 5. Working Title I 'X?%phone  Number 

il 

c. 0 Amend Application No. - I_.__ Check One: 0 Change; 0 Supcrcede; 0 Void 

XI Est;hllsh Retention Schedule; record wil l continue to accumulale. 

I). Dispose of present accumulation; no +I urther accumulation anticipated. 

_ _  __-._ - __-_ 
8 .  Dates 01 Series 
Earliest Latest 

9. Records Series Title (followed by title used in office; if different] 

-I_ 

Management System T i m e  S h e e t s  
I________ I___ 

1975  
0. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

See a t t a c h e d  

. _I___. _- - - - _- ~- ~ 
__ ~-~__ 

1 .  fiecoril Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relaringto: D e t a i l i n g  p r o j e c t  time r e p o r t e d  on b i - w e e k l y  t i m e  s h e e t s  

Included are Resource  Management System Time S h e e t s  

C h r o n o l o g i c a l l y  Flle IS arranged: 

- - ~  - - -I_--I ~.__ -. .~ ~~ 

2. Monthly Reference Rate How often are records referred to which are: 

5 2 1 o r  l e s s  One to six months old ~- -. 

twenty-live months and older 7 

;Seven 10 twelv9 months old- I__ ;Thirteen to twenty-four months old ; 

I 

- ~ 

I. 
i. Annual Rate of Accumulation of Records 

--__ - - Letter-size drawers ----; Lagal-size drawers _ _ _ ~  '' ; Shelves - : Other (specify; 

3012 13/76) 



If yes, attach copy. B ~ i - w e  e k l  y ~t i m e  s h e  e t s 
~~-~_I_____ ~ .___- I_ 

h. Is there a duplication of this series in your office, or in another office or agency? 

...~ - . - If yes, where? 

of id regularly microfilmed? . ~ ~ _ _  ._ ~ __ . ~ I _ _  ~ ~- ._I 

.. ___- The _. f i l e  i s  computer .. ~ p r i n t  out ~~ ~~1 

15. Retention Requirements The following requires the series 10 be kept: 

a. State Law ~- years. d. Audit period -._ -__ years. 

b. Statute of limitation years. e. Adminislrative nead ___. 1 __ years. 
c. Federal law I ~ - ~ years. 1. Federal retention instructions I 3 ~. qears. p a s  

F--"-.̂ -i~...--- __ . 

Attach copy or encart o f  laws or regulations. Explain administrative need. Camp 1 e t i o n  0 f p r 0 j e C t 

Urban Mass Transportation Administration External 
O p e r a t i n g  Manual 1II.D page  4 1  3 / 1 1 / 7 4  

- -~ -. - _- ~ ~- ~- - . ~- -_ .- __ . _ _  -_ . 
16. Approved Disposition lnrtruclions This agency recommends that I he  file series be cut ull a1 the end of each: 

1 1 Calenilw Yeai; [XFtscnl Year; 1.1 Other __ then. 

Hold in the current files area ._ m n n t h l s l d  yeark); then 

0 Transfer to local holding area; hold -. -_ .~ .- yearis); then 

0 Transfer to State Records Cenler; hold 

0 Destroy. 

0 Transfer to State Archives f6r permanent retention. 

yearlsl; then 

~~ ~ , ,  other 1.Specilvl ' 

T r a n s f e r  t o  MARTA Records  C e n t e r ,  h o l d  3 y e a r s  p a s t  c o m p l e t i o n  
o f  p r o j e c t ,  t h e n  d e s t r o y .  

These instructions apply to a l l  prior m i l  IUIUIC .tccumulatiniw 0 1  t l w  W I P Y  


